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 FILE LAYOUT INFORMATION FOR TOWNSHIPS 
 
Fund and Revenue Codes 
 
A list of the unit id numbers, fund numbers and revenue codes are on are web page at:  
http://www.in.gov/sboa/resources/vendorinfo/.  If you have one that is not listed, contact Linda Baker by 
email at lbaker@sboa.state.in.us to get the correct code.  If you are using the State Tax Board codes, 
contact Linda Baker by email at lbaker@sboa.state.in.us to get a file that converts the Tax Board Codes to 
the ones used in this system. 
 
Example File Layout 
 
An example of a file layout for the BEGBAL file is as follows: 
 
2002531000102088       -100.00 
2002531000101001       1000.00 
 
File Name: HEADER 
 
File Description: This file contains the information on the cover page of the annual report.  This file will 
have one record. 
 
Fields: 
 
DESCRIPTION                               TYPE          WIDTH                   COMMENTS 
 
Year Numeric 4 
County Number Numeric 2 See Township List. 
Unit Type Numeric 1 See Township List. 
ID Number Numeric 4 See Township List. 
Federal Id Numeric 9 Do not include hyphens. 
Unit Name Character 35  
Official=s Last Name Character 25 
Official=s First Name Character 25 
Official=s Middle Initial Character 1 
Official=s Title Character 25 
Address Line 1 Character 25 
Address Line 2 Character 25 
City Character 25 
County Name Character 35 
Zip Code Numeric 9 Do not include hyphens. 
Phone Number Numeric 10 Do not include hyphens. 
Office Hours Open Numeric 4 In form HHMM.  For example: 0800 is 8 am. 
Office Hours Close Numeric 4 In form HHMM.  For example: 0500 is 5 pm 
Date Filed with County Date 8 In form YYYYMMDD 
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File Name: BEGBAL 
 
File Description: This file contains the beginning cash fund balances on Part 1 of the annual report.  There 
should be a record for each fund. 
 
(DO NOT INCLUDE INVESTMENTS FUNDS WHICH HAVE BEEN SET UP AS A SEPARATE FUND.) 
 
Fields: 
 
DESCRIPTION                                TYPE          WIDTH                   COMMENTS 
 
Year Numeric 4 
County Number Numeric 2 See Township List. 
Unit Type Numeric 1 See Township List. 
ID Number Numeric 4 See Township List. 
Fund Type Numeric 2 See Fund Code List. 
Fund Code Numeric 3 See Fund Code List. 
Beg Cash Fund Balance Numeric 14 DO NOT include investments on hand.  
    Include decimal point and sign (if negative). 
Unit’s Fund Number Numeric 5 Fund Number from Unit’s accounting system 
 
 
File Name: RECEIPTS 
 
File Description: This file contains the receipts on Part 2 of the annual report.  There is a record for each 
revenue code by fund. 
 
Do not include Memorandum Investment Funds. 
 
The Poor Relief Fund MUST be included. 
 
Interest earned on savings accounts and money market savings that is just added to the balance, must be 
included as interest earned, as a receipt, and investments purchased, as a disbursement, to recognize the 
increase in value. 
 
Fields: 
 
DESCRIPTION                              TYPE          WIDTH                   COMMENTS 
 
Year Numeric 4 
County Number Numeric 2 See Township List. 
Unit Type Numeric 1 See Township List. 
ID Number Numeric 4 See Township List. 
Fund Type Numeric 2 See Fund Code List. 
Fund Code Numeric 3 See Fund Code List 
Revenue Code Numeric 5 See Revenue Code List 
Amount Numeric 14 Include decimal point. 
Unit’s Account Number Numeric 10 Revenue Acct No. from Unit’s system 
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File Name: DISBURSE 
 
File Description: This file contains the detailed disbursements on Part 3B of the annual report. 
 
Do not include Memorandum Investment Funds. 
 
For the amount of the Poor Relief Fund held by the county, enter "Poor Relief Disbursements" in the Paid 
To field, and enter the Poor Relief Fund Code, the Department Code, and the Expenditure Classification.  
Poor Relief must be included. 
 
Interest earned on savings accounts and money market savings that was left in the savings accounts must 
be shown as Purchase of Investments. 
 
Show payroll as gross pay (same amount as shown on the W-2).  If an official or employee receives 
payment from the township for items other than salary or wages (i.e., mileage, travel reimbursement, rent 
to trustee, etc.), please show these payments separately from the salary or wages amount.  Show the 
Township's share of Social Security and Medicare taxes and any other benefits as a separate line item.  
Do not include any payments made from the "M" accounts. 
 
 
DESCRIPTION                               TYPE          WIDTH                   COMMENTS 
 
Year Numeric 4 
County Number Numeric 2 See Township List. 
Unit Type Numeric 1 See Township List. 
ID Number Numeric 4 See Township List. 
Fund Type Numeric 2 See Fund Code List. 
Fund Code Numeric 3 See Fund Code List 
Department Numeric 3 See Fund Code List 
Expenditure Classification Numeric 5 10000 = Personal Services 

20000 = Supplies 
30000 = Other Services and Charges 
40000 = Capital Outlay 
60000 = Transfers of Funds 
70000 = Purchase of Investments 

Paid To Character 35  
Amount Numeric 14 Include decimal point. 



Page 4 
 
 
File Name: INVEST 
 
File Description: This file contains the cash and investments on Part 4 of the annual report. 
 
There should be a record for each investment of the Township on hand at December 31, 1999 and for 
each checking account, change fund and/or petty cash fund of the Township at December 31, 1999. 
 
Fields: 
 
DESCRIPTION                              TYPE          WIDTH                   COMMENTS 
 
Year Numeric 4 
County Number Numeric 2 See Township List. 
Unit Type Numeric 1 See Township List. 
ID Number Numeric 4 See Township List. 
Investment Code Numeric 5 10100 for Cash accounts 

10300 for Investments 
Account Number Character 25 The number on the investment, savings 
   account number or checking account  
   number. 
Purchase Date Date 8 The date the investment was purchased or  
   the date of the last renewal.  Omit for  
   savings accounts and cash accounts.  In  
   form YYYYMMDD. 
Fund Type Numeric 2 See Fund Code List.  Omit for cash  
   accounts 
Fund Code Numeric 4 See Fund Code List.  Omit for cash  
   accounts. 
Description Character 25 The type of investment.  (ie, Certificate of  
   Deposit, Savings Account, Repurchase  
   Agreement, Treasury Bill, Notes and Bonds)  
   or the name and type of each checking  
   account, change fund and/or petty cash  
   fund. 
Maturity Date Date 8 Omit for savings accounts and cash  
   accounts.  In form YYYYMMDD. 
Interest Rate Numeric 7 Include decimal point and no more than 3  
   decimal places.  Omit for cash accounts. 
Amount Numeric 14 Include decimal point. 
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File Name: DEBT 
 
File Description: This file contains the information on the bonds and short term debt on Part 5 of the 
annual report.  There should be one record for each type of debt. 
 
List bonds (including loans) outstanding at January 1, 1999 (beginning) for each type of bond issue or 
short-term debt belonging to your Township.  Do not include lease purchase agreements. 
 
Fields: 
 
DESCRIPTION                               TYPE          WIDTH                   COMMENTS 
 
Year Numeric 4 
County Number Numeric 2 See Township List. 
Unit Type Numeric 1 See Township List. 
ID Number Numeric 4 See Township List. 
Debt Code Numeric 5 20900 = Short Term Debt 

22100 = General Obligation Bonds 
22200 = Poor Relief Bonds 
22399 = Revenue Bonds Payable 

Beg Balance Numeric 14 Include decimal point. 
Debt Issued during year Numeric 14 Include decimal point. 
Debt Retired during year Numeric 14 Include decimal point. 
Interest Paid during year Numeric 14 Include decimal point. 
 
 
File Name: INTERGOV 
 
File Description: This file contains the information on intergovernmental expenditures on Part 6 of the 
annual report. 
 
A record should entered for the amount of fire protection paid by your Township to any other governmental 
unit and one for the total amount of money paid by your Township to any other governmental unit for all 
other purposes, not including fire protection. 
 
Fields: 
 
DESCRIPTION                               TYPE          WIDTH                   COMMENTS 
 
Year Numeric 4 
County Number Numeric 2 See Township List. 
Unit Type Numeric 1 See Township List. 
ID Number Numeric 4 See Township List. 
Intergovernmental Code Numeric 3 102 = Fire Protection 

199 = All Other Purposes 
Amount Numeric 14 Include decimal point. 
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File Name: GRANT 
 
File Description: This file contains the information on Federal and State Grants on Parts 7 and 8 of the 
annual report.  Enter a record for each federal or state grant. 
 
Fields: 
 
DESCRIPTION                               TYPE          WIDTH                   COMMENTS 
 
Year Numeric 4 
County Number Numeric 2 See Township List. 
Unit Type Numeric 1 See Township List. 
ID Number Numeric 4 See Township List. 
Grant Code Character 1 F = Federal Grant 

S = State Grant 
Grant Number Character 20 For federal grants, enter the CFDA number. 

For state grants, enter the grant number  
   assigned by the awarding state agency. 
Grant Name Character 35 For federal grants, enter the federal title. 

For state grants, enter the project name. 
Federal or State Agency Character 35 For federal grants, enter the name of the  
   federal agency for grants received directly  
   from a federal agency, or the name of the  
   state agency for pass-through federal  
   grants. 

For state grants, enter the state awarding  
agency. 

Amount of Grant Numeric 14 Include decimal point. 
Fund Type Numeric 2 See Fund Code List. 
Fund Code Numeric 3 See Fund Code List. 
Beg.  Balance Numeric 14 Include decimal point. 
Receipts Numeric 14 Include decimal point. 
Disbursements Numeric 14 Include decimal point. 
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File Name: PRRELIEF 
 
File Description: This file contains the Poor Relief Statistical Report (PR-7) on Part 11 of the annual report. 
 The township should have the form and the instructions. 
 
Fields: 
 
DESCRIPTION                               TYPE          WIDTH                   COMMENTS 
 
Year Numeric 4 
County Number Numeric 2 See Township List. 
Unit Type Numeric 1 See Township List. 
ID Number Numeric 4 See Township List. 
Requests for Assistance Numeric 15 Item 1 on form. 
Number of Recipients Numeric 15 Item 2 on form. 
Number of Households Numeric 15 Item 2a on form. 
Amount of Benefits Provided Numeric 14 Item 3 on form.  Include decimal point. 
Receiving Utility Assistance Numeric 15 Item 4 on form. 
Households Receiving Utility  
Assistance Numeric 15 Item 4a on form. 
Amount of Utility Assistance Numeric 14 Item 5 on form.  Include decimal point. 
Receiving Housing Assistance Numeric 15 Item 6 on form. 
Households Receiving Housing 
Assistance Numeric 15 Item 6a on form. 
Amount of Housing Assistance Numeric 14 Item 7 on form.  Include decimal point. 
Receiving Food Assistance Numeric 15 Item 8 on form. 
Households Receiving Food 
Assistance Numeric 15 Item 8a on form. 
Amount of Food Assistance Numeric 14 Item 9 on form.  Include decimal point. 
Receiving Health Care Numeric 15 Item 10 on form. 
Households Receiving Health 
Care Numeric 15 Item 10a on form. 
Amount of Health Care Numeric 14 Item 11 on form.  Include decimal point. 
Number of Burials Numeric 15 Item 12 on form. 
Value of Burials Numeric 14 Item 13 on form.  Include decimal point. 
Nights of Emergency Shelter 
Provided Numeric 15 Item 14 on form. 
Referrals to Other Programs Numeric 15 Item 15 on form. 
Training Programs or Job 
Placements Found Numeric 15 Item 16 on form. 
Hours spent at Workfare Numeric 15 Item 17 on form. 
Reimbursement Received from 
Recipients Numeric 14 Item 18 on form.  Include decimal point. 
Reimbursement Received from 
Recipients= Households Numeric 14 Item 18 on form.  Include decimal point. 
Reimbursement Received from 
Recipients= Estates Numeric 14 Item 18 on form.  Include decimal point. 
Reimbursement from Medical 
Programs Numeric 14 Item 19 on form.  Include decimal point. 
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File Name: NONGOV 
 
File Description: This file contains the information on financial assistance you provided to 
nongovernmental entities (i.e. not-for-profits) during the year on Part 12 of the annual report.  Enter a 
record for each entity that was provided assistance. 
 
Examples of nongovernmental entities that you might provide funding to include: Convention and Visitors 
Bureaus, Volunteer Fire Departments, Senior Citizen Centers, Councils on Aging, Historical Societies, Day 
Care Centers, Humane Shelters, Chambers of Commerce, 4-H Clubs, Private/Religious Schools, YMCAs, 
Youth Leagues, etc. 
 
Do not include amounts you pay to vendors for goods or services. 
 
 
Fields: 
 
DESCRIPTION                               TYPE          WIDTH                   COMMENTS 
 
Year Numeric 4 
County Number Numeric 2 See Township List. 
Unit Type Numeric 1 See Township List. 
ID Number Numeric 4 See Township List. 
Federal ID Numeric 9 Federal ID number of entity provided  
   assistance, if known.  Do not include  
   hyphens. 
Unit Name Character 35  
Address Line 1 Character 25 
Address Line 2 Character 25 
City Character 25 
State Character 2 
Zip Code Numeric 9 Do not include hyphens. 
County Name Character 35  
Entity=s Operating Officer Character 35  
Phone Number Numeric 10 Do not include hyphens. 
Funding Description Character 35 (i.e. Fire Protection) 
Amount Numeric 14 Include decimal point.  


